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Application To Pay Filing Fees in Installments 
 

This procedure explains how to docket an application to pay filing fees in 
installments using the electronic case filing system (ECF). Applications to pay filing fees in 
installments must be filed immediately after a new case is opened.  

 
Step 1 Click Bankruptcy on the Main Menu Bar. 

 
 
   Step 2 Select the Motions/Applications Category 
 
 
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
Step 3 Check your case number and Click Next. 
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Note: If the system prompts that you have entered an invalid case number, 

click the browser Back button to try again. 
 
 
Step 4 Select the Pay Filing Fee in Installments event and Click Next. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

Note:  There is a shortcut to scrolling. Try typing in a key word from your motion 
i.e., pay or installment that you are trying to file and the list will scroll to all 
events containing that key word.  You can also use Search from the main 
menu. 

 
• Click to highlight. 

 
• Click Next. 

 
Step 5 Click Next at the Joint Filing with other attorney(s) screen 
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Step 6 Select the party you are filing this document for and click Next 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
Step 7 Browse and attach your Application to Pay Filing Fee in Installments and Click 

Next. 
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Step 8 Final text.  Proofread this screen carefully and click Next. 
 

 
 

 

 

 

 

 

 

Note: This is your final opportunity to review the docket text. Click the browser 
Back button at the top of the screen to return to the needed screen to make 
corrections or click on Bankruptcy and start over. 

Clicking Next commits the transaction to the database and can no longer 
be modified by you.  

 
 
Step 9 The NOTICE OF ELECTRONIC FILING screen displays. This Notice of 

Electronic Filing screen verifies the filing has been sent electronically to the 
court’s database. 

  


